STATE OF RHODE ISLAND
DEPARTMENT OF CHILDREN, YOUTH AND FAMILIES

PUBLIC NOTICE OF PROPOSED RULE-MAKING

In accordance with Rhode Island General Law (RIGL) 42-35 and 42-72-5, notice is hereby given
that the Department of Children, Youth and Families proposes to amend the following DCYF rule:

Contents and Format for Department Record Keeping

This amended rule outlines processes for documenting case information in the Department’s
electronic management information system to ensure continuity of care. In the amendment of this
rule, consideration was given to the following: (1) alternative approaches and (2) overlap or
duplication with other statutory and regulatory provisions. No alternative approach or duplication
or overlap was identified based upon available information.

This amended rule is accessible on the DCYF website (http://www.dcyf.ri.gov) or the R.1.
Secretary of State's website (http//www.sec.state.ri.us/ProposedRules/). Interested persons may
submit written comments by November 7, 2011 to Susan Bowler, Department of Children, Youth
and Families, 101 Friendship Street, Providence, RI 02903 (Susan.Bowler@dcyf.ri.gov).

In accordance with RIGL 42-35-3, an oral hearing will be granted if requested by twenty-five (25)
persons, by an agency or by an association having at least twenty-five (25) members. A request
for an oral hearing must be made within thirty (30) days of this notice.



Contents and Format for Departmental Record Keeping

Rhode Island Department of Children, Youth and Families

Policy: 700.0065

Effective Date: March 17, 1986 Revised Date: May-15,1989
Version:— 4
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The Department of Children, Youth, and Families has-devised a standardized format for case
recording, case record content; and case record organization (Training School, Community
Resources/Children’s Behavioral Health, and Adoption Subsidy records are excepted). This

system-is-designed-to accommodates al-case specific information sought and maintained by the
staff-various-divisions. Possessing separate personal records, notes, duplicate files, or any
information received from and/or about persons currently or previously involved with the
Department is prohibited. It is the intent of the Department-through-thisrecord-keeping-system-to

make-all Departmentalrecords-uniform (except aswhere indicated above)-and to consolidate all
case-related information-where-possible into one-{1} permanent family record.
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While the Training School (RITS) may be in possession of all or part of the permanent family
record, this record isshall at no time be incorporated into the RITS record. Asthe RH-S-hasa
record-destructionpolicy-inplacesall materials and records sent from any other division-e-BGYE
to the RITS aremustbe returned to the Department’'sGYE Master FileRecord-Center upon a
youth’s dlschargeimmm%ﬁsmheemld—%d#amuy—aeelesed—mseﬁﬁees%ﬁm
vaw. If the child
contlnues to need Departmental services U Ja_ai—the—nme-ef dlscharge#em—the-RJ-'FS materials
and records_are managed in conformance with DCYF Policy 1200.1620, Case Transfer Between

the Rhode Island Trammg School and Family Serwces Units or Juvenile Probahon&g’

Contents and Format for Departmental Record Keeping

Related Policy
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Comprehensive Assessment and Service Planning
Rhode Island Children’s Information System (RICHIST)
Case transfer Between the Rhode Island Training School and Family Services Units or

Juvenile Probation
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Contents and Format for Departmental Record KeepingCase
Record
Procedure from Policy 700.0065:_ Contents and Format for Departmental Record Keeping

A. The DCYF case record is a hard cover, three-ring(3} binder with ten<{16}-pre-printed
index dividers outlining the contents of each record section:

1. Case record binders come in two {2}-sizes to accommodate the varying amounts
of material accumulated in case records over time;
2. A Thereis-a-clear plastic insert is attached to the spine of each binder-; in-which
shall-be-inserted-a tab is inserted on which is typed:
a. Surname(s) of al-family-members;
bName of mothereach-parent/guardian;
Name(s) of child(ren}; and
d—.c. RICHIST number.
3. Case record binders are used only while the case is being serviced:
a. The binders are designed to be reused-for-ethercases;
b. Closed cases are-to-be removed from the binder (including dividers) and
are-to-be stored in manila folders; and
C. Empty binders generated by-mest Family Services closings areshali-be
returned to Intake for re- usemubsequen%eases #eweveHheseuumts

4. Case record dividers-have-been-desighed-te consolidate all-recerd materials into
specific-record sections.:
a. Pre printed record sections include:
i.  {H——Narrative/Case Activity Note;
ii 2 ——Risk and Protective Capacity Assessment and Service
Plan in conformance with DCYF Policy 700.0075,
Comprehensive Assessment and Service PlanningService
Plan/Service-Plan-Review/Social-Summary, Documentation of
Administrative Review;;
iii {3)——Reports and Evaluations_(filed by participant with each
sub-divided by a cover sheet);
iv {4——NMedical/Dental_(filed by participant with each sub-divided
by a cover sheet);
V. 5)——»Legal;
vi. {86)——~Correspondence;

vii. {A——Special Forms/Documents;

viii. {8——Child Protective Services;
{9 Special Services.;-and
&l RICHIST.

iX.

b:On the back of each divider is printed the specific forms, documents, or other
material to be incorporated into that section as well as instructions on
how such material is to be filed.—-Updates-as-to-what-material-belongs-in
each section are included-inthis procedure:

H———Two {2)-dividers, "Legal" and "Special
Forms/Documents," are-actually envelopes in which are stored
specific documents or other material which cannot be three-hole
{3} punched.;

2) As changes in policy occur or as new forms are
developed, instructions for incorporation into the case record are
provided.;
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C. In each record section no more than one-{1} copy of any-particular form,
document, or letter ishat-be retained:
i.  {H——DAnyduplicate material in current or previously existing
and reopened records isshall-be removed and destroyed; and
i. {2}——For any document or form which is periodically revised
or time-limited<{ex—Service-Plan/Agreement-court-decree), one
{1 copy of each original and update isshall-be filed in the
appropriate record section as documentation of prior case
events.
——Case record dividers are-designed-te-be a permanent part of the family
record and-are-te remain with the case record contents regardless of
case activity.
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All case records are stored securely andRegardless-of-how-an-active-caserecord-is

B-C.

stered%uekksteragesha#be locked during non-work hours:

Records aremust not be left on or in employees desks during non-work hours;
and

2. Records or sections of records aremust not removedleave the work site unless
for approved work-related reasons as specified in policy._—The reason the record
is being requested and the time frame it is requested for must be clearly stated.
In all cases final approval must be granted by the Unit Administrator or-histher
designee.

Closed case records, unless transferred for-recerd consolidation to a concurrent worker,
are removed from the binder (including dividers) and-are placed in a manila folder for
storage:

1. Case identifying information is typed on a white gummed tab and is-attached to
the upper left corner of the manila folder;
2. The seven-digit-{7} RICHIST family root number is handwritten in ink in large,
bold print on the upper right corner of the manila folder;
a. The closed case record is sent to the BCYFRecord-CenterMaster File
for storage:
b. Master FileThe-Record-Centerwill accepts only complete records{re
temporary-or-partial-recerds) for storage; and
C. Temporary or partial records sent to master File arethe- BCYF Record

Centerwillbe returned to the sender. It is the responsibility of that
worker to ensure that this material gets incorporated into the permanent
family record.

4.If the case isbecomes reactivated at a later date, a-DCYF Master FileRecord Center
employee-shall places the contents in an-apprepriate binder, takes the tab from
the "Special Forms/Documents and places it in the folder and forwards the

Employees also document activities in conformance with DCYF Policy 700.0100, Rhode

Island Children’s Information System (RICHIST).
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